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OFFICE CF PERSONNEL MEMORANDUM NC. 20-800- 10

SUBJECT: Preocessing Request for Personnel Action, Formm 1152a

1. The Office of Persomnel is converting to a mechanized system m
for the preparation and codling of persormnel actions on 1 September 19%/. .
2t will be some time before records for ail staff personnel have beer "
processed by this semi-autamatic method. Effective imme lately and B
during the conversion period, Request for Persomnel Action, Form 11lu2a, ;
will replace SF-52 and be used to request any type of perscuncl action .
on an individual. After & Form 1152a has been prepared on an indi- -
vidual, the Office of Personnel will furnish the requesting office a
Form 1152 for subsequent requests for personnel sctions on the indie r
vidual concerned. Form 1152 is & five-part fanfold with Items 1 b
through 26 pretyped. The SF-52 will enutimie to be used for Recruit-
ment Requests until further aotice. '

STATINTL

2. Hequesting offices wlll follow procedures established for
the use of SF-52 in preparing the Request for Personnel Action, Fom
11528, inecfar as pumber of coples and channels are concerned.

Guide to the Preparstion ang Yrocessing of Standard Form
52, Request for Personnz1 Action, which is now under revision contains
detailed instructions for processing perscanel sctions on the new
Agency Forms 1152 snd 1152a. In the meantime, the Chief, Transactiocus
and Records Branch; Records end Services Livision, (extension Loza) :
is mvailable to answer queatiors which msy arise. "Code" informstica ¢

shown on Ferm 1152a will be completed by Records and Services Division. E
3 Form 1152a will be availsble in Building Supply Roams.
STATINTL
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